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Occupational Health Surveillance System December 11, 2025

Pl Renew/Deactivate a Risk Assessment During Renewal Period

The PI/Supervisor will receive a Risk Assessment Renewal Reminder 30 days prior to the participant’s renewal.

Step 1: To login to OHSS, select the blue hyperlink “log into OHSS”

Risk Assessment Renewal Reminder (Edemal) 1 inbox x =
) no-reply@riskandsafety.com 10:220AM (1 minute ago) v €1
® v

2~ RISK & SAFETY

(@ soLuTions

Dear

This is a notification that the following employee(s) are due for an Occupational Health Surveillance system (OHSS)
assessment renewal. Please log in to OHSS to review and update the Risk Assessment(s) associated with your
employee(s).

After you complete the Risk Assessment review, employees under your supervision will receive a notification to review
the revised assessment and update their Health Questionnaire, as needed.

Please log_into OHSS to complete the steps outlined below:

+ Select "Deactivate" if the participant no longer works in your lab group.
+ Select Renew to start the OHSS process renewal.
» Each assessment renewal under your supervision will need to be completed.

If you have questions, please contact the Risk & Safety Solutions Service Desk at service@RiskandSafety.com
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Step 2: Locate the OHSS application under “Apps”

@ UC Riverside Action ltems Workspace Programs v Apps v Admin Tools

/ Accommodate NFPA

Welcome back to RSS! Analytics OHSS
. BSAS/VAMP Procedures

Action ltems
CLI Radiation
Chemicals SDS
Drones Slip-Resistant
Inspect WASTe
Monitor

Workspace

You have no workspace items.

Step 3: Select the Assessment Renewals button.

My Assessments Pending Actions
‘ Renewal processes
Assessment Renewals Renewal processes require your attention.

All Assessments

Supervisor Actions
Incomplete

Create a New Risk Assessment
Completed If you are a Supervisor...

No Exposures Copy an Incomplete Risk Assessment

Select Copy for the desired Risk Assessment

Copy a Completed Risk Assessment
Select View All or search for participant
Select View under History column
Select Copy for the desired Risk Assessment

Learn about OHSS Process (&)
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The PI/Supervisor has two options from the “Actions” column. The Pl/Supervisor can Deactivate or Renew

the Risk Assessment for the participant.

Assessment Renewals

© To enhance performance and ensure relevance, below list is limited to renewals from the past year and the next six months from today.

A Send Renewal Emails

[J  Participant $ Supervisor Department Renewal Date Renewal Status ¢ Email Sent Date ¢

[l Highlander Scotty Kim Doe - 01/31/2026 Not Yet Started

Scenario A:Renewing a Risk Assessment

Step 4: Locate the participant’s name (First Name Last Name) and Select the “Renew” button.

Assessment Renewals

© To enhance performance and ensure relevance, below list is limited to renewals from the past year and the next six months from 1oday.
A Send Renewal Emails
[J  Participam % Supervisor Department Renewal Date Renewal Status Email Sent Date

] Highlander Scotty Kim Doe - 01/31/2026 Not Yet Started -

Actions

Deactivate m

Actions

Deactivate
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Step 5: The Pl/Supervisor will be prompted with the Process Renewal. The Pl/Supervisor must select “View
Existing Risk Assessment” to review the existing risk assessment and select either between “Yes- Modify” the
risk assessment or “No Changes — Use Existing”.

* Attention: Risk Assessments completed before 07/20/2025 must be revised. The OHSS application has been
updated to include additional Risk Assessment questions requiring your review and completion for the

Biological Agents, Bloodborne Pathogens, and Exposure risks sections. Please follow the steps to “Yes-Modify”
the Risk Assessment.

prinm Tanla

Process Renew

Are there any changes in the Risk Assessment 7

View Existing Risk ASSessment |

Yes - Modify Mo Changes - Use Existing Cancel

Update/Changes to Risk Assessment

Step 6: If there is an update that needs to be implemented to the risk assessment, select the “Yes — Modify”
button.

r—:ru.n Tl

Process Renew

Are there any changes in the Risk Assessment ?

View Existing Risk Assessment

Yes - Modi Mo Changes - Use Existin Cancel
. -
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The PI will be prompted to review and make changes to the risk assessment form. All nine (9) sections will be
available to make the necessary updates. Visit the section that you need to revise and update.

The sections available include:

Participant Status

Animal Contact

Biological Agents

Exposures

e Physical Agents

e Chemical Agents

e Animal Exposures

e Bloodborne Pathogens Exposure Control
e General Safety

Step 7: Edit and Finalize the Assessment:
o After you have reviewed the risk assessment and made any necessary edits
o The Pl must electronically sign by selecting the “Supervisor’s Signature” checkbox. This action confirms
that the information provided is accurate.
o Click the Create the Risk Assessment button to complete the process.

Supervisor “~la|*e:- Supervisor Signature: [ Date: 00/19/2024

Create Risk Assessment Cance

Once these steps are completed, the Principal Investigator (PI) should send a follow-up message to the
participant through the OHSS system.

This begins with the workflow all over again.

No Changes to Risk Assessment

If there are no updates to the participant’s risk assessment, select the “No Changes — Use Existing” button.
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prin Taala

Process Renew

Are there any changes in the Risk Assessment ?

View Existing Risk Assessment

——.

Yes - Modify Mo Changes - Use Existing Cancel

Once these steps are completed, the Principal Investigator (PI) should send a follow-up message to the
participant through the OHSS system.

This begins with the workflow all over again.

Scenario B: Deactivating a Risk Assessment

If the participant has completed and/or no longer assigned work with animals their renewal shall be
deactivated by the PI/Supervisor.

Step 3: Locate the participant’s name (First Name Last Name) and Select the “Deactivate” button.

Assessment Renewals

© To enhance performance and ensure relevance, below list is limited to renewals from the past year and the next six months from today

A send Renewal Emails

(0  Participant & Supervisor 3 Department % Renewal Date 3 Renewal Status & Email Sent Date Actions

CJ  Highlander Scotty Kim Doe - 01/31/2026 Not Yet Started

Step 4: Process and Confirm the Deactivation. Select the “Yes — I’m Sure” button.
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Process Deactivation Confirmation

You are deactivating this record because the Participant no longer reports 1o the assigned
Supervisor. Deactivating this record means the assigned Supervisor will no longer receive
renewal notifications nor be obliged to complete the renewal process for this Participant.

o f LA 1 oo P .
Are you sure you want to deactivate the process ? N Cancel
q

Once you have confirmed the deactivation, the participant’s record is officially deactivated because the
participant no longer reports to the assigned PI/Supervisor.
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